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How to use the SMART Web website 



Learning Objectives 
In this presentation our aim is to show you how to best use 

the SMART Web website: 

 

*Navigation 

 

*Content Organization 

 

*SMART Training Materials Overview 

 

*Performance Support Materials 

 



SMART Web – Info Website 

*The SMART Web website is the State of Kansas informational 
website for SMART 
 

*It is your one stop shop for all things SMART! 

URL:  https://smartweb.ks.gov 

 



SMART Web – Home Page 

Provides you with up to the moment 

availability of SMART 

SMART Info List 

Email – Please 

Sign Up now! 

Click the light bulb to submit SMART 

Web website feedback as desired 

Calendar of upcoming 

events that impact SMART 

and SMART users 



SMART Web – Stay Informed! 

Make sure to sign up for the SMART 

Info List email group! 

 

This email list is HOW the State of 

Kansas communicates with end 

users of SMART. 

 

Email Announcements, SMART 

availability updates, and SMART 

Training Material/Performance 

Support updates are some examples 

of the communications sent out via 

this email list. 



SMART Web – Announcements 

Stored by 

SMART 

Module 

Contains an archive of emails sent 

out from the SMART Info List 



SMART Web – MoM   (Module of the Month) 

Each month one of our SME’s 

(Subject Matter Experts) 

writes an in-depth article 

about their module. 



SMART Web – Policy & Forms 

Security Access 

Forms to set up new 

users in SMART 

Frequently Used Accounting Forms 
 

 

 

 

Frequently used links 



SMART Web – Technical Resources 

Interfaces – Give agencies the ability to ‘upload’ files into SMART 

 

Bundles & Upgrades – Pertains to PeopleSoft software updates 

 

Compatibility – Provides documentation regarding supported internet 

browsers that are compatible with SMART and SHaRP.  Troubleshooting 

guide for agencies.  Authored by OITS – The Office of Information and 

Technology Services 



SMART Web – Kansas Service Desk 

Open a Service Desk 

Request (if applicable) 

Search the 

Solutions 

knowledge database 

for resolutions to 

common issues in 

SMART 

Reset your 

own 

password Service Desk Hours 



SMART Web – About SMART 

Overview 

Includes Purpose and 

History of SMART 

 

SMART Implementation 

Links to original 

Sunflower project - 

SMART Implementation 

Information  

(Historical data) 



SMART Web – Training – New Users 

The left menu shows how the Training 

information is organized and stored 

New users start 

their SMART 

training on this 

page 

Rolling over 

the top gold 

navigation bar 

options, 

prompts drop 

down menus 

to display 



SMART Web – Training Materials 

Click a document link to open 

the .PDF file in a new window, 

OR 

Provides an overview to the training 

materials used on the website 

Click a navigation 

button to open the 

Web Page(s) with 

the same content 



SMART Web – Materials – Icon Guide 
On the ‘New Users’ Page – Click the ‘Overview of SMART Training Materials button: 

.PDF File, OR 

For the Web Page(s) 

Provides a guide to the icons used 

within the SMART training materials 

and on the SMART Web website 



SMART Web – Materials – Guide for Use 
On the New Users Page: 

.PDF File, OR Web Page(s) 

Provides a guide to the 

types of training 

materials on the SMART 

Web website and 

provides an explanation 

for each type 



SMART Web – Materials – Checklists 

Example of a 

Checklist  
Excerpt from 

‘Checklist 1 – 

Cannot pull PO 

into Voucher’ .PDF 

File 

Explanation of 

‘Checklists’  
Excerpt from ‘Guide 

For Use’, .PDF File, 

Page 1 



SMART Web – Materials – Foundation Information 

Example of Foundation 

Information  
Excerpt from ‘Checklist 1 – 

Cannot pull PO into 

Voucher’, .PDF file 

Explanation of 

‘Foundation 

Information’ – 
Excerpt from ‘Guide 

For Use’, Page 1, web 

page 



SMART Web – Materials – Tools 

Example of a 

Tool   
Excerpt from 

‘PO Tool 1 – 

Activity 

Summary Page’, 

.PDF file 

Explanation of 

‘Tools’ 
Excerpt from ‘Guide 

For Use’ web page, 

Page 1 



SMART Web – Materials – Scenarios 

Explanation of 

‘Scenarios’  
Excerpt from ‘Guide 

For Use’ web page, 

page 1 

Example of a Scenario  
“Scenario 1.1: Voucher – 

Cannot pull PO into Voucher / 

PO – ‘Use Procurement Card’ 

link Visible?”, .PDF file 

This Business Process Flow 

diagram contains SMART 

Security Access Role 

assignments/modules 



SMART Web – Materials – Business Process Flows 

Explanation of ‘Business 

Process Flow Shapes’  
Excerpt from ‘Guide For Use’ 

web page, Page 2 

Each business process flow shape 

definition is provided, to help the 

end user interpret the (sometimes 

complex) business process flow 

diagrams 



SMART Web – Business Process Flow - Example 

Example 

of a 

Business 

Process 

Flow 

Diagram 



SMART Web –Integration Training Materials 

Example of 

Integration 

Information 

Integration covers the 

integration points 

between the different 

modules within SMART 



SMART Web – Example:  PO & AP Integration 

Checklists – Contain 

common issue(s) 

Tools contain information 

which pertains to the SMART 

pages used, and steps of the 

issue(s) / resolution(s) 

Scenarios provide the step-

by-step instructions (in 

order) for the resolution of 

the issue(s). Start with the 

first Scenario and work your 

way through them (in 

numerical order) 



SMART Web – Case Study:  Checklist 1 

In this Case Study, review the Foundation Information first, then 

review the Tools; lastly review the Scenarios (in order), and 

follow the steps in each Scenario until the issue is resolved 

In this Case Study, 

Checklist 1 is used 



SMART Web – Training Materials – Organization 

In this example, the ‘Purchasing’ modules - training 

materials page has been opened.  It is divided into 

the different Purchasing transaction types in SMART, 

and also by the different training material types. 

In the Training Section of the SMART 

Web website, the training materials 

are stored first by Module, then by 

Transaction type, then by Training 

Material type 



SMART Web – Training Materials – Transaction Pages 

In this example, the ‘Purchase Orders’ training materials page has 

been opened.  As you can see, it is divided into the different 

training material types such as Checklists, Job Aids, Queries, and 

so on. 



SMART Web – Training Materials – Job Aids 

Job Aids provide 

detailed 

information and 

instructions for 

specific tasks or 

issue resolution 

steps within 

SMART. 

 

In this example, 

the Purchase 

Orders – Job 

Aids page is 

displayed. 

The ‘i’ icon represents Job Aids 

Hint:  Make a Job 

Aid page your first 

stop when 

troubleshooting an 

issue in SMART! 



SMART Web – Training Materials – Queries 

Queries provide 

detailed 

information and 

instructions to 

run a specific 

query within 

SMART. 

 

In this example, 

the Purchase 

Orders – Queries 

page is 

displayed. 

The ‘report page’ icon represents 

Queries 



SMART Web – Training Materials – Training Guides 

Training Guides are used during on-the-job training 

by Agency trainers to train new users for specific 

transactions or modules within SMART. 

 

In this example, the Purchase Orders – Training 

Guides page is displayed. 

The ‘compass’ icon represents 

Training Guides 



SMART Web – Training Materials Pages 

Each of the different types of 

training materials also have their 

own page.  In this example, the 

PO Tools page has been opened, 

and is shown at right. 



SMART Web –Search Box 

There is a Search Box located in the top 

right corner of the SMART Web website 

(available from every page on the website). 

 

Use the Search Box to perform keyword 

searches for modules, transactions, issues, 

titles of training materials, articles, etc. 

The content of the SMART 

Web website is ‘Tagged’ and 

‘Categorized’ which allows 

for easy keyword or module 

specific searches 



SMART Web – Month End Checklists 

On the Home Page, there is a 

Month End Checklists 

navigation button.   

 

Clicking this button opens 

the Month End Checklists 

page.   

 

Each major functional area of 

SMART has a checklist that 

should be used by Agency 

fiscal staff in preparation for 

each fiscal month end close. 



SMART Web – Reporting in SMART 

There is a comprehensive SMART Catalog of Reports, 

Inquiries, and Queries available on the SMART Web website. 

 

Simply click the ‘Reporting’ button located on the Home page 

to open the Reporting in SMART page. The Reporting in 

SMART page contains a link to the Catalog.  

 

The link to the Catalog file is available as a ‘.xlsx’ file.  Click 

the .xlsx file link to download the complete catalog. 



SMART Web – Catalog of Reports, Queries & Inquiries 

In the Catalog:  The first tab contains ALL reports, queries, and inquiries 

within SMART.  If desired, use the column filters to sort the data: 

In the Catalog:  The subsequent tabs are divided by module, and provide 

additional information for each report, query, or inquiry including ‘Search 

Criteria’ (to enter to retrieve the data) and ‘Display Results’ (that shows how 

the data results are displayed, which are contingent on the Search Criteria 

entered).  

In this example, the AP tab of the Catalog is shown:   



SMART Web – Data Warehouse 

The SMART Web website contains a Data Warehouse 

overview page. 

 

Clicking the ‘Data Warehouse’ button on the Home 

Page of the SMART Web website, opens a page that 

contains training materials for the Data Warehouse, 

and instructions on how to access the Data 

Warehouse (from SMART). 

 

The page also contains .PDF files describing some of 

the dashboards and reports that are available within 

the Data Warehouse. 



Congratulations! 
You have now learned how to best use the SMART Web website. 

 

Since the SMART Web website is your ‘one stop shop’ for all things 

SMART, you will probably end up visiting it on a daily basis.  Listed 

below is the URL address for your convenience: 

URL:  https://smartweb.ks.gov 


